|- )
R S

25X1A

Approved For Release 2001/08/07 : CIA-RDP78-G:4F718A0>00500090012-6‘ |

CONFIDENTIAL

7 May 1851

MEMOTANDUE FORy Deputy Director (Administration)
SUBJECT : Hours of Work and Leave

1. Attsched zre:

a8, Drief of the opinimms expressed by each of yowr subcrdinate
of Moials, except and myself on the subject of length of
of ficial work week.

b, Leave schedule for your Assistants and Chiefs of Adminlstrae-
tive Offices,

2, 2, Although terminology varied considerably, the actual desire
expressod by yowr Assistants and your Administrative Office Chiefs

is that the official work week should be the normal foriy hours and
that amy work in addition to forty hours should be based on a require—
ment for overtime,

b, Tt is our recommendation, therafore, that the currently pub-
1ished Agency policy establishing a forty-four hour work weck be
vescinded and replaced by a directive authorizing Office Heads to re-
qaire such overtimo beyond the mormal forty howr work week as 1s ne-
seasary to ensble them to keep up with thelr work, If the Direetor
desires that Office Heads or Deputies be on duty on Saturdays
should so state in our new directive, :

3, Thero is concorted opinion that all employees should be required %o

take e winimsm of two weeks contimuous amnual leave sach year. Instrustians
to place this in effect have been actually 4soued by cach of your subordinate
officials and leave schedules prepared. These schodules will be enforood.
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